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Query Terminology

This lesson defines basic query terminology. Query terminology is esseniadostanding
Query and its functionality. This lesson also explains how to navigate to the Query tool.

Term Definition
Quer Query gives users the ability to produce a report of information from the H
y database.
A databaseis a collectiorof related data. HRIS is a database that contains
Database | demographic and payroll information for former and current Northwestern
employees.
Within any database, data is organized into groupings dakedrds/Tables
The records/tables are the ldliilg blocks of the database. Each record conts
related information.
Examples of HRIS records include:
Record/Table | _ Employee information
- Department Numbers and Names
- Location Codes
Please Note: The terms records and tables are used interchangeably.
Fields are the separate pieces of information contawi¢iun a record. Fields
are also the column headings of an Excel Spreadsheet.
Fields
Some examples include: Name, Employee ID, Department Name, Email
Address, etc.
Criteria are used to filter dat@om the HRIS database. Criteria helps to extr|
the specific information you would like to pull from the HRIS database. A
criterion can include and/or exclude data.
Criteria
For an example you can specify a criterion to bring back data for a specifiq
departmehnumber. This includes data for the desired department number
excludes all the rest.
When a user saves a query they choose to save their query as either publ
private.
Public vs. - Public can be seen by others
Private - Private will only be seen by the person who created the query
Queries

We have Public Queries created that users are more than welcome to use
do use public query you are REQUIRED to rename and save under your 1

* A list of the public queries can be found on the BRlebsite.
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Term Definition
We ask users to u$¢RIS Naming Conventionswhen saving a query.
HRIS Naming | Save your query as follows: Your Initials_Description of the Query

Conventions

Example: EE_email_addresses

* Use a underscore instead of a space

Use theDistinct feature when creating/modifying a query. By selecting

E(':;Ef; distinct, duplicate rows of output will be prevented from being created. E;i
row will have at least one unique feature.
Always use th¢dRIS Reparting Database
There are two databases in HRIS; Production and Reporting. When runn
creating queriesslwaysuse theReporting database Reporting is an exact
Reporting copy of Production that is updated nightly.
Database
Production is used for running payrollsuriting a query in Production can
have a negative impact on those processes running in Production.
*The HRIS URL ishttp://hrweb.itcs.northwestern.edu/index.html
Query Tools:

There are three different tools to use depending ofs@ueess; Query Manaig Query Viewer
and Schedule Query.

A Query Manageris used by the majority of query users. Query Manager allows users the

ability to create and edit queries.

A Query Viewer is used by individuals who have ronly access to query. Query Viewer
users canat create or edit quesenor delete or rename queries.

A Query Scheduleris a tool given to both Query Manager and Query Viewer users. This

tool allows a user to schedule queries to run at appointed times.
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Navigate to Query Manager:

Step Action

1. Sign into theREPT database.
The HRIS URL ishttp://hrweb.itcs.northwestern.edu/index.html

2. Using the Navigation Path, click tiReporting Toolslink.

3. Click theQuery link.

4, Click theQuery Manager link.
Suery anager

5. This is theQuery Manager HomePage Users can either search for an existin
query or create a new query from this page.

[» Bengfits

[» BetLip HRMS

> PeopleTools

= Repotting Tonls
= Query

Search: [RETAY
b My Favarites Query Manager
[ Workforee Administration Enter any information you hawve and click Search. Leave fields blank for a list of all values.

> Payroll for Marth Ametica
[> Organizational Developrment

— Queny Manager
- Schedule Query

- Bepott Manager
[» Worklist

— Chanae bty Password

Find an Existing Query | Creats New Query

‘Search By: | Query Name v | heging with

Search | Advanced Search

Find an Existing Query | Creats New Query
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Search for an Existing Query

Users are able to search for existing queries a variety of Wagss may utilize either the basic
or the advanced seardlVhenusing the advanced searcBets have the ability to change the
search operators ahdve the ability teearch for queries using updix different search
categories.

Step Action

1. This is theBasic Searchfor Query.T he Sear c h Buyerytlanddand
Abegins withod search operator.
2. Notice that theMy Favorite Querieslist is displayed below the Search By field

This allows users to easily access frequently used queries wsihending time
searching for them.

Query Manager
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Guery | Create Mew Query

“Search By: | Query Mame ~ | begins with

Search | Advanced Search

Find an Existing Query | Create Mew Query

~ My Favorite Queries Customize |Find | B8 First (9 1 o6 1 [H] Last

EE_FULLTIME_FAC_STF April 4,2006 Public Edit HTML Excel Schedule [=]

Clear Favorites List |

Step Action

3. Type the gery name into th8earch Byfield. When using th8egins With
searchoperator, users mamply enter the beginning part of the query name.

4 Click theSearchbutton. |_seare |

Query Manager
Enter any infarmation yau have and click Search. Leave fields blank far a list of all values.

Find an Existing Query | Create Mew Query

:EEarchEy:|GuewName v | heginswith  |EE

Search | Advanced Search
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Step Action

5. Any queries that match the search string will display bel@xStharch Results.

6. Following the HRIS naming conventions, users should finthall query names
beginwith their initials.

7. All private querieswill always be organizednd appeaalphabetically by Query
Name at the top of the Search Results.

8. Thepublic querieswill appear after the private queries. The public queries ar
also organize alphabetically by Query Name.

Query Manager

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Guery | Create Mew Query

“Search By: |Quer3r Mame | hegins with EE

Search | Advanced Search

Search Results

"Folder View: | -- All Folders -- R

Checkall | Uncheckal | *Action: |- Chaose - v| o

<[
|:| EE_MWY_GL_200%5 Dec 12, 2005 FPrivate SHEEIPIJE?NG Edit HTML Excel Schedule
[] EE_EXM_STF_EMAIL_ADDRESSES Feb 20, 2006 Public Edit HIML Excel Scheduls
[] EE_FULLTIME_FAC_STF April 4,2006 Public Edit HTML Excel Schedule
|:| EE_JCHTITLE_HRIS April 25,2006 Puhlic SHEEIT\IJE[SJWG Edit HTML Excel Schedule
|:| EE_LOCATION Jan 12, 2004 Puhlic Edit HTML Excel Schedule
[] EE_MON_STF April 2,2006 Public Edit HTML Excel Schedule
[] EE_TERMIMNATED_EMPL June 23, 2005 Public Edit HIML Excel Scheduls

Find an Existing Guery | Create Mew Query

~ My Favorite Queries Customize |Find | B First (0 4 ot 4 [ Lamt

EE_FULLTIME_FAC_STF Aqril 4,2006 Public Edit HTML Excel Schedule [=]
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Using the Advanced Search:

Step Action

9. There are eight search categories available to users. Cligidtzenced
Search link to use the advanced searfdvanced Searci]

10. ThefBegins Witho searctoperator defaudtin for each search category.

11. To change a search operaidick the dropdown and view the choices. Mostly
likely, users will utilizeficontain®, fbegins witld andfiequaltod operators the
most.

Useficontain® if you want to search by a word that is coméa with a query
name. legqualtat hsee afir c i yoo wasttoanatchithe query name
exactly.

Guery Manager

Enter amy infarmation you hawve and click Search. Leave fields hlank for a list of all values.
Find an Existing Query | Create Mew Guery

Query Name: begins with | »

Description: begins with | »

Uses Record Mame: | begins with  w

Uses Field Name: begins with | »

Access Group Name: |begins with  « Q
Folder Name: begins with |+

‘Query Type: = User b

Owner: = i

When using the IM or BETWEEM operatars, enter comma separated values without quotes. ie. JOB EMPLOYEE, JEML_LM.

Search | Clear | Basic Search

Advanced Searches Summary:

Searching byQuery NameandDesciiption are fairly selfexplanatory. Most likely, users will
use the Query Name search field most frequently.

Uses Record Nameneans that a user can search for queries using a particular (tedbey
Uses Field Namaneans that a user can search iogrgescontaininga particular field.

Folder Nameallows a user to search for queries within a particular customized folder and
Owner allows a user to search for public or private queries.

NU users will not use the search fieldscess Group Name and Query Type.
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Run an Existing Query

Users have the ability to run a query into an Excel@n@sV textfile report.

Step Action

1. Enter thequery name (or part of the query name) would like torun into an
output report

2 Click the Searchbutton.

3. This querywascreated to pulinonthly-paidactivestaff. The listing includes
name, emplid, paygroup and email address.
Please NoteThe query results will only contathoseemployees that a user has
access to view.

4, Users may run the queirgto html window. The html windowrovidesusersthe
choice of either downloading the reptotan Excetlocument or CSV textle.
Click theHTML link.

5. You may get a security message asking you if you want to open the new wir|
If you receive thisnessage, click yes.

Query Manager

Enter any infarmation you hawve and click Search. Leave fields blank for a list of all values.,

Find an Existing Guery | Create Mew Guery

FSearch By: |QueryName x| beginswith  [EE_Exm_STF

Search | Advanced Search

Search Results

*Folder View: | Al Folders - |

CheckAl |

Uncheck All | “Action: [~ Chaose - 7 oo

Bunto (Runto
Select |Queny Hame Descr Owner (Folder Edit HIML  |Excel Schedule

EE_ExM_STF_EMAIL_ADDRESSES Feb 20, 2006 Puhlic Edit |HTML| Excel Schedule

oL
ize | Find | * | | R First E 10of 1 IE Last

Find an Existing Guery | Create Mew Guery
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Step

Action

6.

A new window opens on your scredgsers may download the report into an

Excel Spreadsheet orto a CSV Text file Use the method that works best for
you.

This example will demonstrate opening the report usiagX8V text file.

Click theCSV Text File link.

Please notice the numbefrreturned rowss displayed above the results ¢

the right hand side of the window. In this example, four rows of
information were returned.

Fil=  Edit

/3 https:/ /statler.itcs.northwestern.edu/psc/hrég9dev1_2/EMPLOYEE/HRMS,/q,/?ICAction—ICOryNamelURL=|

_1olx
|

Yiew Favorites Tools  Help

Qe - - ¥ 2 D

/__j Search \:n‘\'( Favorites €3 | <~ :f | - _J ﬁ

Address [&] https:{/statler.itcs.northwestern. edu/psc /hrE9dey1_2{EMPLOYEEHRIMS/q 7 ICACtion=ICQryMNameURL=PUBLIC. EE_EXM_STF_E | Go | Links >

& -

EE_EXM_STF_EMAIL_ADDRESSES- Feb 20, 2006

=

Download results in ;. Excel SpreadSheet CSY TextFile (1 kh)

1-4 af 4
1 1061338 Lindelow, Katheringe B MOM k-lindelowiE@northwestern.edu
2 1061338 ParkerWilliarm MO we-parker@northwestern.edu
3 1075342 Hadley,Heidi MOM h-hadley@northwesten.edu
4 1085240 Desai,Meil MOM n-desaig@narthwestern edu

Click theOpento openthe CSV texfile. Users may alseave the file by clicking
the Save button.

File

-2l https:/ /statler.itcs.northwestern.edu/psc/hr89dev1_S/EMPLD

Edit  Wiew

o=l
| i

Favorites  Tools  Help

ek - &9 - (%] [&] @ | ) search ¢ Favorites 4£%) | - e e - [ ) e

Address |2_‘| https:fstatler.itcs.northwestern.edufpsc/hrégdey 1 _SIEMPLOYEE fHRMS}qf?ICAction=I1CQryMNameURL=PLBLIC.EE_EXM_STF_E v| Go | Links ”|

EE_EXM_STF_EMAIL_ADDRESSES- Feb 20, 2006

1
2
<]
4

Download results in

1061339
1061338
1075342

1085240

File Download =

Do pou want to open or save this file?

Lg_aj Mame: EE_EXM_STF_EMAIL_ADDRESSES.csw

, Type: Microsoft OFfice Excel Comma Separated Values Fil. . 1-4 or4
From: statler.itcs.northwestern.edu

Lin h.oedu

ol open | o | Cancsl |

Ha = du

De edu

“while files from the Internst can be useful, some files can patential
harm your somputer. |f wou do not trust the source. do not opsn o

Il
r
save this file. What's the risk?
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Step Action

9. The report will then open inta CSV TextFile document. Talose the report,
click X in the upperight hand corner of the window.

Step Action

10. Users alsdhave the option of running the qyaisingthe Run to Excellink. This
will run the query straight to excel without giving the user an option o€
text file. A new window will open once this link is clickeExel

11. Usersmusthave all popups disabled in order to download the query into an E

document.

* Please Notelf you are using XPhaveall pop-ups disabled and as#ill having
trouble using the Run to Excel linky the following:hold down the CRTLkey

on your keyboard whilelicking the Excel link. This should open a new windov|
on your computer.

Query Manager
Enter any information you have and click Search. Leave fields blank for a list of all values.,

Find an Existing Query | Create Mew Query

“Search By: |cuer Mame v[ hegins with EE_EXM_STF

Search

Search Results

“Folder View: [ all Folders - =1

Check Al | UncheckAll | “action: [~ Choose - | G”l

Advanced Search

Query

Select

B Runto |Runto
s ERE =TS
Query Hame T T Edit HIML Excel Schedule

| B et (g o g [F] Lot

m EE_EXmM_STF_EMAIL_ADDRESSES Feb 20, 2006 Public Edit HTML Excel Schedule
Find an Existing Gueny | Create bew Query
Step Action
12. A new windowopenson your screen. A message sidle user whether they
would like to open or save tliide.
13. The Excel document is displayed below. Notitat Cell B1 displays a number.

This number identifies how many rows of information were returndaeiquery.
Cell Al displ ays fieldthat Was established byte sisen
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@_] File  Edit Wiew Insert Format Tools Data  Window Help  Adobe FOF

I._]ljlgl_adul.?él & 53 q'E'%lBAriaIUnicodeMS -0 - | B 7T U E=E=| % %
T A D WS | & B g2 | v Reply with Changes... End Review... !

HEE

CZ23 !v fx
A B | ¢ | D | E

1 |Feb 20, 2006 4

2 |ID Name ||Gmup||EmaiI ||

3 1061338 Lindelow, Kath RON | k-lindelowi@northwestern. edu
|4 [1081239 Parker,will MOMN - w-parker@northwestern. edu
| 5 [1075342 Hadley, Heid ROM | h-hadley @northwestern. edu
T108524D Desai, Meil MON - |n-desai@northwestern. edu
| 7 |
| 5 |
| g |

Step Action

=

4, Users may also run a query from inside dery itself. Clickedit to open the
existing query.

Query Manager
Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Query | Create Mew Query

*Search By: |Quer\,f Marme v begins with EE_EXM_STF

Search | Advanced Search

Search Results

*Folder View: | — &l Folders - v

Checkal | Uncheckal | “Action: |- Choose - v| oo |

Query Customize | Find | ‘iew ol | B8 First (4 1 o 1 [ Last

EE_EXM_STF_EMAIL_ADDRESSES Feh 20, 2008 Public Edit HTML  Excel Schedule

Find an Existing Guery | Create New Query

Step Action

15. Click theRun Tab. The query results will populate within the Run Tab.

16. From this page, users can click ewnload to Excellink to download the
query results into an Excebdument.

17. Usersmusthave all popups disabled in order to download the query into an E
document.

* Please Note: If you are using XP, have alljmg disabled and are still havin
trouble using th®ownloadto Excel link, try the following: hal down the CRTL
and ALT keys on your keyboard while clicking the Excel link. This should op
new window on your computer.
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Reconds

Queny Expressions | Prompls Figlds Criteria

| Reryn Quary | Download to Excel V-4ofd *
| L1} Hame Group Email
1 1061339 Lindelow Kathering B MON k-lindelowi@norhwestem.edu
1 1061338 Parkeer William MON w-parkergnortwesiemedy
3 1075342 HadleyHeidi MON hrhadley@nortwesien edu
4 1085240 Desai Neil MON redesai@nodhwestem edu
Step Action

18.

If you have difficulty downloading to Excel and must try again, be sure to clig

Rerun Quenpefore clicking @wnload to Excel. The query results will populate
within the Run Tab.

Page 11




Training Guide i) Human Resource
HRIS Query Manual [nformation Systems

How to Modify an Existing Query:

This lesson demonstrates how to make the following modifications to a query:

1) Edit how fields appear in the final output report; Sort theudugsults by field name,
change the field column order, and customize the column heading text

2) Add a field to the query output results

3) Delete a field from the query output results

4) Modify a criterion

Searchfor and Edit a Public Query:

Step Action

1. Search for the public query you wish to modify. Enter the query name (or pa
the query name) into the Search By field. Then click the Search button.
*For detailed instructi on sSSeacchfForare ar
Existing Qeeryd .s 0

2. Click theEdit Field Properties link to open and edit the queEd

Query Manager

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create Mew Query
‘Search By: | Query Name v|  beginswith  [EE_Exm

Search | Advanced Search

Search Results

'Folder View: | -- All Folders -- v

CheckAll |

Uncheck All | ‘Action: |-- Chaose - v Gu|

Query

Custaomize | Find | vigw ~||| Firzt E 1 af 1 El Last

EE_ExM_STF_EMAIL_ADDRESSES Feb 20, 2006 Fuhlic Edit] HTML Excel Schedule

Find an Existing Gluery

| Create Mew Query

Resave the Public Query:

Step

Action

1.

We require users to resave public queBESORE modifying a query. After the
public query is resaved appropriately, modifications loa made.
Click theSave Adlink. ﬁ
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2. The tabs found at the top of the page are how users navigate through the Q
tool. Most query users will use the following tabs most frequently; Records,
Query, Prompts, Fields, Criteria and Run.
Recards ¥ Query 'y Expressions | Prompts " Fields Y Criteria ' Having Y ViewSaQL | Run )
Query Name: EE_ExmM_STF_EmAIL_ADDRESSES Description: Feh 20,2006
View field properties, or use field as criteria in query staternent. Reorder/ SDI'TI
Fields Customize | Find | “Wiew All | E First [4] 1-4 of 4 Lr] Last
Col Record.Fieldname Format Ord ¥LAT Agy Heading Text Add Criteria Edit Delete
1 AEWMPLID - EmpliD Charii 1D c__fi Edit | EI
2 A MNAME - Mame Charal MName T Edit | =
3 APAYGROUP - Pay Group Char3 Group P Edit | [=]
4 AW _EMAIL_ADDRESS - Emall Address Charal Ermail ?— Edit | EI
& savel Mew Gluery Ereferences Fropedies Mew Union Ct Return to Search
Step Action
3.

Enter the new query name into Qeery field. Follow the HRIS naming
conventions. Type your initials then a brief description of the query. Use
underscores in place of spaces.

4, Enter the modification date into tiescription field.

5. Click theOK button to save the query as your own. Now that the query is sa
with your initials, you are able to make modifications as desired.

6. Users may save the query into a customized folder. Enter a folder name int
Folder field if you would like to savéhe query in a customized folder.

7. Always leave th&uery Type set to User.

Use theOwner dropdown to indicate whether you would like the query saved
public or private.

Enter a name to sawve this gquery as:

e —— AR __ MO EMM_STE_Ehall
Description: kPlzirch 1, 2006
Folader:
e ry Twire: User el
TR AT TN S Fublic T
Cuenry Definition:
b I Zancel I
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Modifying the Fields of an Existing Query

Fields Tab: Sort Output Results

TheFieldstab shows which fields will be displayed in the final output report. Users have the
ability to customize how the fields appear in the output report.

Step | Action

9. We would like to modify the query so it is sorted alphabetically by name.
To do this, click theReorder/ Sort button.

/ Records Y Query Y Expressions | Prompts  §°  Fields Y Criteria Y Hawing Y ViewSaL Run i

Query Mame: EE_EXM_STF_EMAIL_ADDRESSES Description: Feb 20,2006
Wiew field properties, or use field as criteria in query staterment Reorder / SO”I
Fields Customize | Find | Wiew All | o First [«] 1-4 of 4 [ Last
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete

1 A EMPLID - EmpliD Charl1 D 2 Edit | =

2 ANAME - Name Charso Marne i Edit | [=]

3 APAYGROUP - Pay Group Char3 Group 2 Edit |E|

4 A MW_EMAIL_ADDRESS - Email Address Chars0 Email h 4 Edit | =1
B save) Save As Mew Queary Preferences FPropertties kew Union 10}, Return to Search

Step Action

1. On theNamefield row, enter a 1 into thidew Order By field. This tells the
system that you would like the output results primarily sorted by name. Quer
allows users to apply a secondarilytduy entering a 2, third sort by entering a |
and so forth.

2. For Descending, check the Order by Descending Box. If nothing is chosen, (
will automatically sort ascending.
3. Click theOK button to apply the sorting chan
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Edit Field Ordering

Rearder columns by entering column numhbers an the lefl. Columns left blank or assigned a 0 will be automatically
assigned a numhber. Change the order by number by entering numbers on the right. Tao remove an arder by number, leave
the field blank or enter a 0.

Edit Field Ordering

Hew Column Column Record.Fieldname
1 AEMPLID - EmpliD

|

2 A NAME - Mame

=l

3 APAYGROUP - Pay Graup

|

4 ANAW_EMAIL_ADDRESS - Email Address

T
e
T
C

Ok | Cancel |

Fields Tab: Change Column Order

Step Action

1. To change the column order of the fields, click Re®rder/ Sort button.

Feorder f Sort

Records | Query | Expressions | Frompts | Fields | Criteria " Having } WViewSGL Y  Run

Query Name: EE_EXM_STF_EMAIL_ADDRESSES Description: Feb 20,2006
view field properties, or use field as criteria in guery statement, Rearder f Sort
Fields Custorriize | Find | View &l | 88 First [ 1.0 or 4 [ Last
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete

1 AEMPLID - EmpllD Chart1 D ? Edit | El

2 AMAME - Mame Charal Mame R Edit | =

3 A PAYGROUP - Pay Group Char3 Group b Edit | [=]

4 A MW EMAIL_ADDRESS - Email Address Charal Email ‘?{- Edit | El
B save Save As Mewy Guery Preferences Properties Mew Unior QL Return to Search |

Step Action

2. We would like the fieldNameto be displayed as the first column instead of the
second. Change the column orttereflect this desired chandgenter a 1 into the
New Column fieldnext to name.

3. Edit the other field's column order as necessary.

4, Click theOK button to apply the column order modifications.

Ok |
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Edit Field Ordering

Reorder columns by entering calumn numbers anthe left. Columns left blank or assigned a Dwill be automatically
assigned a number. Change the order by number by entering numbers an the right. To remove an arder by number, leave
the field hlank or enter a 0.

Edit Field Ordering

Hew Column Column Record.Fieldname

1 AEMPLID - EmpliD

|

2 A MNAME - Mame

3 APAYGROUFR - Pay Group

)
|

4 ANMA_EMAIL_ADDRESS - Email Address

o] | Cancel

Page 16



@ Human Resoutces Training Guide
) Information Systems HRIS Query Manual

Fields Tab: Customize Column Heading Text

Step Action

1. Users can customize the column Heading Text. Change the Heading Text
"Group" to "PayGroup". Click thEdit button on the row for Paygroup.

Records Query Hpressions Prompts Fields Criteria Having
Query Name: EE_ExM_STF_EMAIL_ADDRESSES Description: Feb 20, 2008
wiew field properties, o use field as criteria in guery staternent. Column Order | Sort Order |
Fields Customize | Find | View Al | B8 First [ 1g or o [ Lot
Col |Record.Fieldname Format (Ord (XLAT (Agg (Heading Text (Add Criteria  |Edit Delete
1 AMNAME - Name Charal 1 Mame ? Edit | [=]
2 AEMPLIC - EmpliD Chartl I ? Edit | =l
3 APAYGROUF - Pay Group Char3 Graup ? Edit | [=]
4 BEMAIL_ADDR - Email Address Charro Email 9 Edit | [=]
& save) Save Ag Mew Query Preferences Properties Mewy Union 3 Return to Search

Step Action
2. Change the text from Hedinggxteldt o " A
3. Click theText radio button option. Choosing this option tells the system that \
want the customized text to be displayed in the final output report.
4, Click theOK button to apply the modifications.
Ok |

Edit Field Properties

Field Name: A PAYGROUP - Pay Group

Aggregate
) Mo Heading JYRFT Short & None
2 Sum
O Text ©RFT Lang ) Count
Heading Text: Omin
FayGroup Omax
*Unigque Field Name: O Average
APAYGROUP

(o] | Cancel |
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Add a Field to Output Results:

Step Action
1. Next, we would like tadd the field'Original Hire Date" to the output results.
To do this, click th&Query tab. 2L
Records | [ouery] ) Expressions | Prompts | Felds Y Criteria ) Having )" WiewSaL }  Run
Query Name: EE_EXM_STF_EMAIL_ADDRESSES Description: Feh 20,2006
View figld properties, or use field as criteria in guery statement.

Fields

Col Record Fieldhame Format Ord XLAT Agg Heading Text Add Criteria Edit Delete

Customize | Find | view & | B8 First (] 1.0 o 0 [F] Lot

1 AEMPLID - EmpliDy Char11 [n} % Edit | [=]
2 AMAME - Mame Chars0 Marme Y Edit | =1
3 APAYGROLUP - Pay Group Char3 Group "?, Edit | E|
4 A MW_EMAIL_ADDRESS - Email Address Chargd Email T Edit | =]
& save Save As Mew Query Preferences Propetties e Lnian 2 Return to Search
Step Action
2. Remember, th®uery Tab displays the table(s) that has been added to the gu

3.

We know that the field "Original ire Date" is contained within the
NW_EMPLOYEES table. To view the fields contained within a table, click th
folder icon to expand the table.

Prompts Fields Criteria Having
Query Name: EE_E¥M_STF_EMAIL_ADDRESSES Description: Feh 20, 2006
Click falder next to record to show fields. Check fields to add to query. Uncheck fields to remowve from query. Add o

additional recards by clicking the records tab. When finished click the fields tab.

Chosen Records

Alias Record

A WW_EMPLOYEES - Mod EMPLOYEES query Hierarchy Jain E|
B EMAIL_ADDRESSES - Email Addresses Hierarchy Jain E|
Expand All Records Collapse All Records
& save Save As e Query Preferences Propetties Mewr Linion 2l Return to Search |
Step Action
4. To add a field to the output results click the checkbox next to the field. Any fi

with aselected checkbox will appear on the Fields tab. In this example, click
checkbox next to the "Original Hire Date" field.
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Cuery Name:

Click folder next 1o record to show fields. Checkfields to add to query. Uncheck fields to rermove from ouery. Add 2o
additional records by clicking the records tab. ¥yhen finished click the figlds tab.
Chosen Records
Alias Record
= A rvY_EMPLOYEES - Mod EMPLOYEES aquery Hierarchy Join (=]

[RRRR|

DD@DDDDDDDDDDDDDDDDDDDDDDIDDDID 2

EE_EXM_STF_EMAIL_ADDRESSES

Fide Fioids Check all Fields

Description: Feb 20, 2006

Uncheck all Fields

SETID - SetiD
EMFLID - EmpliD

EMPL_RCD - Empl Red Mbr
EFFDT - Effective Date

EFFSEQ - Effective Sequence

MAME - Mame

MAME_PREFIX - Mame Prefix
FREF_FIRST_MAME - Freferred First Mame
COUMTRY - Country

ADDRESS1 - Address Line 1
ADDRESSZ - Address Line 2
ADDRESS2 - Address Line 3
ADDRESS4 - Address Line 4

SITY - Sity

UM - MNumber 1

MURMZ - Number 2

HOUSE_TvFE - House Type
ADDR_FIELD1 - Address Field 1
ADDR_FIELDZ - Address Field 2
ADDR_FIELDS - Address Field 3
COUMTY - County

STATE - State

POSTAL - Postal Code

SEO_CODE - TaxWendor Geographical Code
IMN_CITY_LIMIT - In Gty Limit
HOME_PHORNE - Home Fhone #
PMATIORMAL 1D - Mational 1D
FPER_STATUS - Personnel Status
ORIG_HIRE_DT - Original Start Date
SEX- Gender

BIRTHDATE - Date of Birth

LEEEEEEEEEEEEDEREEEEEEEEEEEEEEED:

Deletea Field from Output Results:

Step

Action

5.

Click theFieldstab to view the selected fieldld

6.

Notice that the Oginal Hire Date is now on the Fields page. Newly selected
fields will appear at the bottom of the page and will appear in the last column
the Excel report.

To delete a field from being displayed in the output report, click the minus by
next to he appropriate field.

Recaords

!

Query Name: EE_ExM_STF_EMAIL_ADDRESSES

Yiew fiald proparties

rields

Lol Hecord Heldhame
1 AEMPLID - EmpliD

2 ANAME - Mame

2 APAYGROUP - Pay Group
4 ANW_EMAIL_ADDRESS - Emall Address

& save

Cluary

Save AS

§ Expressions ' Prompts ) Fialds Y Criteria 7 Having Run

¥ Miew SQL Y

Description: Feh 20,2006

Meorder/ Sort

,oruse field as criteria in query statemant.

1 iee | Fird |
Heading | ext

tormat Ord XLAl1 Agg

Chart 1 I} 4 Edit |EI
Chargo Name % Euit_|[=]]
Chard Group 4 Edit |E|
Charso Emall & Enilt ||:|
I e DI ARy Ereferehres Eropettias e Linlon QHetulntD search
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Modify a Criterion of an Existing Query:

Step

Action

1.

Now that we are finished modifying our field selection, let's modify a criterior
Click theCriteria tab.

Currently, the query is pulling employees whose:
- Position typesare equal to STF (Staff)
- Paygroups equal to MON (monthly)
- Email Addresses that are equal to CAMP (Campus).

The query will only pull active employees because the information is coming
the NW_EMPLOYEES table.

In a summarized statement, the query ipulling "All active/leave exempt
staff who are in the departments | have access to."

Let's say that we do not want to pull Exempt staff and instead would like to
nonexempt staff whose pay group is equal to biweekly (BIR). By changing t
pay graip to BIR, only biweekly paid staff employees will be included in the
query output results.

Edit

To do this, click théedit button to modify the Pay Group criteric

Currently, this criterion is pulling people whose information matches the
following statenent; Where the Pay Group is equal to MON.

Records

Add Criteria |

Query Name: EE_Exw_STF_EMAIL_ADDRESSES Descriptiom: Fel 20, 2006

Query Expressions Frompts Fields Criteria Hawing

Group Criteria‘ Reorder Criteria ‘

Criteria
Logical

AEFFDT- Effective Date Eff Date <= Currert Date (Ef3eq = Last Edit | [=]
[AND  v| ANW_FOSN_TYPE-PosionType equallo STF Edit | =]

AND | APAYGROUP - Pay Group equal to MO Edt || =]
[AND v AEMPLID-EmpiD aqualto B.EMPLID - EmpliD Edit | [=)
AND  v| BE_ADDR_TYPE- Email Type eual to CAMP Edit | [=]

Customize | Find | J First El 1-5af 5 |I| Last

Expression1 Condition Type Expression 2 Edit Delete

ﬁ Save

Sawe Az ewy Query Preferences Properties Hew Lnigh C Reeturn to Search
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Step Action

4. Change the Constant from "MON" to "BIR."

5. Click theOK button to apply the criterion modification.

Coc ]

Edit Criteria Properties
Choose Expression 1 Type Expression 1

) Field Choose Record and Field
Record Alias. Fieldname:

) Expression

(&'} APAYGROUP - Pay Group

‘Conmdition Type: egqual to R

Choose Expression 2 Type Expression 2

I Field Define Constant

- Eproooi Constant: |BIR| a
& Constant

(&) Prompt

O Subquery

(o] | Cancel |

Understanding HRIS Data and How it Relates to Query:

A user might ask: Doesiibatter how | enter the constant when writing a criterion? Is the field
casesensitive? The answer is YES! Users must enter the values as they are stored in HRIS. The
biweekly pay group is stored in HRIS as "BIR". It must be entered like so or youewill g

inaccurate results.

As a beginning query user, it is sometimes helpful to display the information as a selected field
before establishing it as a criterion. This way a user can see how the data is stored by viewing the
displayed field. After that, theser can then establish the criterion correctly. It is also helpful to

pay attention to how the panels and fields of information look in HRIS so users are aware of how
data is stored in the system. Referring to the HRIS Lookup Manual is another greatrexdgw

HRIS panels and fields of data.

Select Distinct, Save and Run the Query:

Step Action

6. Make sure that the query is distinct. The distinct feature prevents duplicate r
appearing in the output results. To do this, clickRheperties link. i

7. Click the Savelink to save the modifications made to the query.

8. Click theRun tab to view your final output results.
Run|
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Add a Query to the My Favorites Folder

Users have the ability to add frequently used queriesvip Bavorite Queries folder.

Step Action

1. Click the check box next to the query you would like to add to the My Favorit
list.

* Please note: Users may simultaneously select multiple queries to add to th
Favorites list. Click the check boxes next to the queries you Mikeltb add.

2. Click theAction dropdown box and select tAeld to Favorites option.
3. Click theGo button to apply the Add to Favorites add to the selected query.
(o ]
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